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POSITION DESCRIPTION
Epvironmental Protection Speciaiist. G5-0028-13

Position Number:

Organizational Code: ;
Organizational Locaticn:
Primary Purpose:

Environmental justice incorporates the concept that people of all races, cultures, incomes, and
educational levels should receive fair treatment with respect to the development and enforcement
‘of environmental [aws, regulations and policies. The work pertzins to the impact of
environmental risks, programs, regulations, and legislation on sacio-economically disadvantaged
comumumities. Responsibilities include carrying out programs, policies, and activities that
substantially zffect human health or the environment in a manner that ensures that they do not
have the effect of excluding communities and populations from participation in. denying persons
the benefits of, or subjecting persons 1o discrimination under, such programs, policies, and
activities because of their race, national origin, or income. This ensures that all citizens are
protected from disproportionate exposure to environmentat hazards. Environmental justice

concerns are coordinated throngh this program to more effectively address the needs of affected
communities.

Performs program administration work or environmenral laison work, in order to accomplish
the assigned environmental management and protection duties.

Develops, initiates. irplements, and maintains environmental justice programs.

Eavironmental Liaison 90% :
Performs Haison work with individuals in a variety of organizations on legislative proposals,
regulations, policies. program issues, resources, etc. Assists government entities in development
of legislative changes: Performs liaison work by interacting with individuals in a variety of
organizations o legisiative proposals, regulations, policies, program issues, resgurces, eic.
Performs liaison work by assisting government entities in the coordination of legislative changes
~where the regulatory framework is weil-established and defined. Uses standard/conventional
procedures and techniques to perform liaison work such as reviewing docwmenis. analyzing
evidence, writing. ete.). Performs liaison work by assisting local/state/tribal/national entities on
matters pertaining to the development, establishment and continuance of program activites.
Performs oversight of well-established programs. Performs liaison work by providing oversight
and coordinating activities with locat/state/tribal/national organizations. Performs liaison work
by providing programmatic oversight and coordination of lacal/state/tribal/national programs.
Assists in developing policy guidance to implement the various provisions of environmental
standards. Performs liatson work by evaluating the feasibility and probable effects of
tocalistate/tribal/national proposals. Prepares position. issuerbriefing papers to strive woward
consensus among the various organizations/stakeholders. Performs lialson work by fucilitating
resolution of funding. program end regulatory issuws. Serves as a troubleshooter. Duties may




include the preparation of planning and environmental docurhents (environmental impact
stalements, environmental assessments, execlitive summaries, public invelvement documents,
and working papers) and partticipating in public meetings.

. Grants/Cooperative Agreements/Interagency Agreements 10%

" Exercises management responsibilities for grant, cooperative agreement, and/or Interagency
agreement activities related to the initiation, administration, and/or close out of grants,
cooperative agreements, and/or interagency agreements (IAGs), including responsibility for
monitoring performance. Exercises management responsibilities in the negotiation,
implementation, and/or ongoing management of EJ grants/cooperative agreements/JAGs. ,
Provides technical assistance to applicants/recipients regarding well-established grants assistance
programs. Exercises technica} responsibility for grants/cooperative agreements/TAGs within
stable, well-established programs, and for the more complex grants/agreements/TAGs. Provides
assistance and information to senior staff members regarding grants, cooperative agreements
and/ or interagency agreements {IAGs) as needed.

Serves as the source of program leadership, information and advice within the Regionai office
and with States, Tribes, and local and grassroots community members concernming EJ grant
requirements and distibution and use of federa] funds. Serves as the primary staff contact point
and laison for the States, Tribes, and local organizations regarding EP A-authorized or funded
EJ programs. Along with the other OFJ Regional Grant coerdinators, advises EPA OEJ on
current issues impacting the Regional grant prograr, on funding policies and proceduras, and
provides projections of future funding needs based on research and knowledgs of Regional
problems and priorities.

Factor 1-8 1550 Points
Koowledge Required by the Position

Mastery of program principles, concepts, practices. methads, and techniques to apply new

developments and theories to major problems not susceptible to treatment by accepted methods.

Expert knowledge of Federal, State, and local laws and regulations, documentation and reporting

requirements, and lawmaking or rule-making processes sufficient o make decisions or

recommendations significantly changing, interpreting. or expanding.important agency/national
policies and programs. : - ' :

Factor 2-4 450 Points
Supervisory Controls

The supervisor sets the overall assignment objectives. program emphasis, and resources
available. The environmenual protection specialist and supervisor. in consultation. des eiop the
deadlines. projects. and work 1o be done. '

The envirenmentl protection specialist, having develuped expertise in particular program or
funictional area { e.g.. municipal solid waste. land disposal. enviroamental information

b=




management) has continuing responsibility for independently- planning and carrying out

important environmental protection programs Ot projects; determining the approach to be taken

and the methods to0 be used; resolving most of the conflicts that arise; coordinating the work with

others as necessary; and interpreting policy in terms of established objectives. The specialist
keeps the supervisor informed of progress, potentially controversial matters, and problems with

" far-reaching implications. Completed wark is reviewad for conformance to overall requirements,
cowmpatibility with other work, and effectiveness In meeting objectives, :

Faetor 3-4 450 Poaints
Guidelines

Administrative policies and precedents, laws, regional or area directives, agency regulations, and
seientific and technica) referpnces are usually applicable, but are stated in general terims. For

- I

example, operating guidance provides a broad overview of prograin goals and strategies as wel]
as priorities, but does not detail how the identified priorities and activities will be accomplished.
The environmental protection specialist uses [nitiative and resourcefulness in deviating from,
refining, or extending traditional methods and practices, or in developing and recomrnending
new or substaatially modified suethods, criteria, or policies.

Factor 4-5 325 Points
Complexity

‘The work includes a wide variety of duties requiring many different and unrelated processes and
methods applied to a broad range of activities invoiving a number of facilities, sites. programs,
etc. (e.g., planning and conducting/coordinating inspections to identify and evatuate violations in
a variety of complex industrial and commercial establishments throughout a multistate area) or

intenstve analysis and problem solving (as a recognized €Xpert) in'a program or functional area,

Decisions regarding what aeeds to be done depend on assessment of very complex, diverse
circumstances that involve major areas of uncertainty in approach, methodology, or
inierpretation resulting from such ¢lements as continuing program changes, technological
developments, new or unconventional methods, unique or controversial aspects of environmenial
protection or conflicting interests or ideas (as between operational or mission requirements and
environmenta! requirements or between State neads and Federal needs),

The work requires devising new methods and techniques to produce effective results or
implement advarces in such areas as pollution prevention. resource allocation, risk assessment.
or quality assurance: establishing criteria for administering or evaluating environmental
programs; or developing palicy guidance and procedural material for use by operating personnel.

Factor 5-4 225 Points
Scope and Effect

The purpose of the work 1 i Plan and carry out a varien ol important project or program
acuvities. The work s ol oy establishing criteria ¢ ¢, den cloping operating guidance ur




procedural manuals for major agency activities); formulating projects; 48sessing program
effectiveness; investigating or analyzing a variety of unusual conditions or guestions; or
providing advisory or oversight services to regional and operating personnel, State and local
officials, industry representatives, and others on specific functions or programs, Assignments
typically involve problems that are particularly difficult, widespread, or persistent; or that are

" systemic in nature involving major Systems or processes. The wark directly influences the
effectiveness and acceptability of total environmental protection systems and/or programs.
affecting a wide range of agency activities, major activities of industrial or comnmercial concerms,
or the operation of other agencies. '

Factor 5-4 225 Points
Scope and Effect

The puspose of the work is to plan and carry out a variety of important project or program
activities. The work involves establishing criteria ( e g., developing operating guidance or
procedural manuals for major agency activities); formulating projects; assessing program
effectiveness; investigating or analyzing a variety of unusual conditions or guestions; or
providing advisory or oversight services to regional and operating personnel, State and local
officials, industry representatives, and others on specific functions or programs. Assignments
typically involve problems that are particularly difficuit, widespread, or persistent; or that are
~systemic 1n nature involving major systems or processes. The work directly influences the
effectiveness and acceptability of total environmental protection systems and/or programs
affecting a wide range of agency activities, major activities of industrial or commercial concerns,
or the operation of other agencies.

Factor 6-3 60 Points
Personal Contacts

The persons contacted include persons from outside the employing agency in a moderately
unstructured setting. Typical of contacts at this level are those with persons in their capacities-as
CONMIactors, inspectors. altorneys, comparny executives, community leaders, elected officials. or
representatives of Federal or State regulatory agencies. professional organizations, the news
tnedia, or organized or ad hoe public action groups. This level may also include contacts with
the head of the employing agency or program officials several managerial levels removed from
the emplioyee when such contacts occur on an ad-hoc basis.

Factor 7-3 120 Points
Purpose of Cantacts

The purpese of contacts is to influence, motivate. or persuade persons or groups who are ,
typically skeptical. resistant. or uncooperative. and who must be approached skillfully 1o obtain
the desired effect { 2.¢.. neyotiaring compliance requircments or timetables; mfluencing or
persuading agencies. compunics 1o agree 1o use new or im proved technologies about which there
mav be cenflicting opinions: representing the officeragency. as a member of an institutional
ComuMites, on contron ersiul fleensing/permitting regucsts: wurking with Indian tribal lenders 1o




modify plans when conflicting values must be resolved or accommodated: chalienging the

- results of surveys or inspections by regulatory agencies; justifying the feasibility and desirability
of plans or proposals that significantly affect office and/or agency practices, such as comective
action plans or funding requirements for environmentai compliance and restoration projects).

Factor 8-1 5 Points
Physicai Demands

The work is primarily sedentary, although some physical effort may be required. e.g., walking,

standing, carrying light items such as manuals or briefeases, or driving or traveling by. motor
vehicle. '

Factor 9-1 3 Points
“Work Eavironment

The work environment invoives everyday risks or discomforts that require normal safety
precautions typical of such places as offices, training rooms, and libraries. The work area is
adequately lighted, heated. and ventilated. There may be cccasional exposure to moderate risks
or discomforts in storage areas or hazardous waste sites. '

r

Other Significant Facts:

This position is likely o require more than one week of travel a month,
b q
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Extramural Resources Management Duties Checklist

on these dufties.

This checklist may be used to identify duties in managing contracts, grants, cooperative agreements, and
interagency agreements. It is a tool for identifying duties to be added to position descriptions for positions
requiring 25% or more of time on any combination of extramural resources management duties. The
checklist may be used as an amendment to position descriptions for positions requiring less than 25% of time

Employee Information

/ressa [/ Y.

Name:

Position Number:

Title: E /ﬂ _S

8 —) 3

Series/Grade:

-4

Organization: OFT 77/ — L M“’m‘

When this checklist is used as'an

Percentage of Time Spent on Extramural
Resources Management

O This position has no extramural resources
management responsibilities.

Total extramural resources management
duties occupy less than 25% of time.

Total extramural resources management
duties occupy 25% to 50% of time. These
duties are indicated below and described in the
position description.

Total extramural resources management
duties occupy more than 50% of time. These
duties are indicated below and described in the
position description.

Supervisor’s Signature

/ndment 0 a positign description, the following signatures are required:
Jlncds

Date k?f//y /é

2 g
Personnel Specialist’s SigLetuze

Date

Part 1. Contracts Management Duties

Pre-award;

Plans procurements

Estimates costs

Obtains funding commitments
Prepares procurement requests
Writes statements of work

Reviews statements of work
Processes unsolicited proposals
Responds to pre-award inquiries
Participates in pre-award conferences
Conducts technical evaluation of proposals
Participates in debriefing/protests
Other (list)

T

Post-award.:
Prepares delivery orders
Reviews contractor work plans
Reviews contractor progress reports
Monitors government-furnished property
Monitors cost, management, and overall technical
performance of contract after award

Monitors management and performance of

\/ delivery orders/work assignments after award
Defines scope of work for work assignments
Approves payment requests or ACH drawdowns

E Manages cost-reimbursement contracts

Reviews invoices
Inspects and accepts deliverables
Other (list)

Close-out:
Writes reports on contractor performance, costs,
/ and tasks performed
v/ Reconciles payments with work performance
Closes out payments
% Performs cost accounting
Provides assistance to Contracting Officer in
settling claims
Other (list)

Percentage of Time Spent on Contracts Management:

5 |




Part 2. Grants/Cooperative Agreements Duties

Pre-application/Application:

Prepares solicitation for proposals

Identifies potential grantees for areas of program
emphasis

Makes initial determinations (whether project is
procurement or assistance, whether agency has
legal authority, whether applicant is eligible,
whether funding is available, etc.)

Provides administrative information to applicants
Determines appropriateness of applicant=s
workplan/activities/budget and compliance with
regulations and guidelines and negotiates
changes with applicant

Assists applicant in resolving issues in application
For cooperative agreement, determines
substantial Federal involvement and develops a
condition for agreement

Negotiates level of funding

Conducts site visits to evaluate program capability
Serves as resource to Selection Panel

Informs applicants of funding decisions

Other (list)

Prepares funding package, including Decision
Memorandum

Obtains concurrences/approvals
Reviews/concurs in completed document
Establishes project file

Other (list)

SN ST S SN

Project Management/Administration: _
Monitors recipient=s activities and progress
Reviews reports and deliverables and notifies

ecipient of comments
Provides technical assistance to recipients

’~/ Advises Grants Management Office of potential
problemsfissues

/ Participates in decision/actions to ensure
successful project completion and in decisions to

impose sanctions
% Approves payments requests or ACH drawdowns
Reviews requests for modifications, additional
funding, etc. and makes recommendations to
/ Grants Management Office
Negotiates amendments
/ Reviews Cost/Price/Analysis for recipient
contracts/change orders (Superfund only)
. When necessary, recommends termination of the
agreement
+/ Resolves with Grants Management Office
administrative and financial issues
/ Conducts periodic reviews to ensure compliance

/ with agreement

Other (list)
Closg-out:
Certifies deliverables were satisfactory and timely

”_ Provides assistance to recipients and Grants
Management Office to ensure timely closeout
-~ _/Reconciles payment with work performed
Notifies recipient of close-out requirements
~ Obtains legal assistance if necessary to resolve
incomplete close-out
If project is audited, responds to issues and
ensures recipient complies with audit
recommendations
Other (list)

Percentage of Time Spent on Grants/Cooperative

Agreements Management:
25 |

Part 3. Interagency Agreements Duties

Pre-Agreement:

Plans and negotiates work effort

Estimates costs

Obtains funding commitments

Prepares commitment notice

Wirites or reviews scope of work

Responds to pre-agreement inquiries
Participates in pre-agreement conferences
Coordinates with appropriate staff in developing
Independent Government Cost Estimates (IGEs)
Negotiates and ensures execution of Superfund
State Contracts (Superfund only)

Performs technical evaluation of work plan and
budget

Prepares funding package and obtains necessary
concurrences

Other (list)

Project Management/Administration:

Reviews progress reports/financial reports

Monitors cost management and overall technical
performance

Participates in decisions about project
modification/termination

Conducts periodic review of Superfund State
contracts payment receipts (Superfund only)
Inspects and accepts deliverables

Other (list)

Close-out:

Reviews final report

Decides on disbursement of equipment
Reconciles payments with work performed
Reviews Superfund State Contracts to ensure full
reimbursement (Superfund only)

Ceriifies deliverables

Resolves close-out issues with Grants
Management Office/other agency

Other (list)

Time Spent on Interagency Agreements Management:

(D | %
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